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“MIEST FOR RECORDS RETENTION ©
v b Lubmitted ‘to the Records Mancg’e‘.‘_a)._

xQULE
. ivision

Hall of Records Commission

.| SCHECULE
Ino. - 256 )
e 1,

1. Requesting Agency

STATE DEPARTMERT OF HRALTH

TUBERCULOSIS HOSPITALS-

2. Division or Bureau of Requesting Agency

3. Authorization Requested (Check only one of the squares below) .

A
Dispose of present accumulation. No

additional” accumulation is antici-
poted. Records have ceased to have value
to warrant retention.

Establish retention schedule for re- Microfilm
cords for which there is a continuing
accumulation. The records will cease to

have value to warrant their retention after

the period of time indicated.

and destroy originals.

Originals if not microfilmed would be
retained for the period of time indicated.

6. Recommendation

4 5. Description of Records
It Describe records accurately. Inciude title, form number, size of documents, of Hall of Records
Nem work or activity to which the records relate inclusive dotes and quontlty and Board of Public
°. (cubic or linear feet) Show recommended retention period. Works.
This records retention schedule is applicable to all Tnbemnosij
Hospitels. The quantities, dates, and accmnlaums listed are for
Mt. Wilson Hospital only. |
PATIENTS' HMEDICAL RECORDS -
L 5}/ TetNSF (< &8 JNATIVE

m:antity dravers active,
“[(Total 75 cuble fea/t27
Datess - -
File s Rumer!.cal
‘ %euil walations 23 cublc feeg
: g

Indiﬂdualfoﬁmcmtalningthomﬁcﬂmcoﬁaofmhpathnt
are maintained. Records in ths foldar include ssveral or all of the

fellowings
T8 2 Application and Hospital Record
MIH 2 Admission and Discharge Sheet
MiH History Sheet
MH Iy Physical Zxamination
MTH S Progress Hotes
MIH 6 X-Ray Report
-MIH 7 Laboratory Chart with !abmtu’y&eportaattached
HIR 9 Dental Record
MIH 13 Consultation Hotes ‘
Operaticn Permit = hospital fm \
HMIH 15 Operation Permit )

es, ses Item g Akt beT (C AL 0@, a‘qmﬁ CETZ'MZ

_"APPROVED
BIALL OF RECORDS COMMISSION

"

7. Agency, Division or Bureau Representative

fﬂ? [:QP/ oona (4 (W C&{[Kw //var

’//3/ch

Signature Title V

Date

Schedule Authorized as Indicated in Col. 6 by Hall of

‘Records Commission. -

Public Works.

Disposal Authorized as Indicated in Col. 6 by Board of

JuL 9 haW

J/; /r ¢ Archnvnst Datesee—m—"" \_

/ Date

Secretary
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- - - : : * SCHEDYLE

FORM HR-RM 1A . o ) UL - T .
(8-1-53) (. T FOR RECORDS RETENTION . 1 LE S No-o 256
« Hall of Records ’ b (Cont‘nuation Sheet) : PAGE
Commission R NO. 24
6: -Recommendation

' 5. Descrnptlon of Records
4. Describe records accurately. Include title, form number, size of documents, of Hall of Records
ond Board of Public

‘m work or activity to which the records relote inclusive dotes, and qucntnty '
: (cubic or linear feet). Show recommended retentlon period. Works.

Bronchoscopy Report
Exarcise Record
Clinical Chart
Doctorts Order Sheet
Furse's Order Sheet

Wsight Chart
Correspondence - all correspondence is grouped togather
bem.ndthalastaheetofthemediealmords

2,| INDEX 70 m:ms' mmannscams :

8&4

BB

~“APPROVED
HALL OF RECORDS COMMISSION

8izes 3" x 5* —
Quantitys 1 drm active, 6 drwera inactive (tota:l. cublc
~ foot A

| Be— ]

Datess 1926 - = .
Fils Arrangement: Alphnbetd.cal

Thetxﬂexs}wnthapauent'anam addrass,easammber,ranam,
dateofbirt&:,anddatesofadndasimanddischarge )

RECOMMERDATIONs RETAIN PERMAWSNILY.
' Qnantiiw.: 2 ‘dravers active, 1 drawer inactive
(total L} cubic feet) :
Fils Arrangements - Alphabstical

Datess 1950 = =
Arzmal Accumilations % cubde foot

Anindlvidnalﬁleismintainadforeachpaﬁmtcmwdbyths
social sorvice workers. Information in the filae shous gll scrvices
renderedandtaxﬁ]ybistmy The records ares

rmmtammmwmmumfm)m
pw'sicaldeseripumofpaumtmtmnlym

Cass Recording - shouws contacts nads, conmants,and reports of

conferences 4

| ’ ' APPH(.)V!#;D BY
Correspondence BOARD OF PUBYIC WORKS
m“’m Sumary - a copy of the sumary Pound 17 the Nedical
® e 234
RECGUEWDATION: RETAIN FOR TWENTY YEARS AFTER D DISCHARGE "
AND THEN DESTROY. o

:»//.

p 200080000 so80s
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: 'SCHEDULE .
v 296

FORM HR-RM 1A ( e ( .
(6-1-83) -..ex. 4T FOR RECORDS RETENTION . Al LE NO. ;7 ,
-Hell of Records (Continuation Sheet) PAGE
Commission A o NO. 3.
4 5. Description of Records ' 6. Recommendation
em Describe records accurately. Include title, form number, size of documents, of Hall of Records
‘ work or activity to which the records relate, inclusive dates, and quantity = | and Board of Public
‘ (cubic or linear feet). Show recommended retention period. Works.

L. sisa’vmm RENDERED TO PATIENT .
Quantitys 1 draver (ii cubie feot)
Datoss 1951 - -

File Arrangements Alphabotical S
Annual Acoumulations less than # cubis foot o
: : . . Ll
The Maryland Tubsreulosis Assoclation supplies nesded clothing and =
other supplies which the patient camnot financially afford. Tha o
records maintained in tha Social Ssrvices office are duplicated in - (a3
the Associatimn's files. Thege ares _ oo
‘ . oy
e

!

-~

HALL OF ReCORDS COMMISSION

Approvsed Requast for Service - indicates the patiént's nama,
hospital, service desired, spproval of request, and
‘Discontimuance of Service - this form 4s sent to the Associa-
' ‘tion-at tho time the patient is digcharged. -
bomemd'ﬁith an individual patient are stapled to-

L ]

i

A1l reoords

gethu'. S
: - THEM DESTROY. .

Se| CORRESPONDENCE

- Quantitys 1B drawers (24 cublc fest)
Datess 1950 = =
File Arrsngements Alphabetical
Amual Accwmlation: S cuble feet
Disposable Amount: 8 cubie feot

This item includss the correspondémce of ths Supsrintendsnt,
Hsdical Director, Administrative offices, Soclal Sarvics office,
| and Supervisor of Hurses. Ths correspandance is concemed with
| the functions of the hoaspital and 1s with Fedsral, Stats, local

and other state agencios, profeasional, civic and business organiszad..

tions, individuals, dostors, hospitals, ete. Cerrespondence cone
ecarned with a patient is £iled in ths patient's case folder.

| RECOM=ENDATIONs RETAIN FOR THREE YRARS AND THEN DESTROY

6. | ACCCURTIRG RECORDS
ASDPROVHD BY

Datauw]'ss’(;?. - ' (70 feet) EFOCARD OF PUBLE

¢ File Arrengements Chromological
] Anmaal Aceumulations 15 cubie fest

Disposable Amounts 30 cubio feet
Audit: State
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FORM "HR-RM 1A . - . ! R

_(8-1-83) : (\._...,\ ST FOR RECORDS RETENTION' A ILE
Hall of Records . (Continuction Sheet)
Commission

SCHEDULE
NO.

256

PAGE
NO. ke

o

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relote, inclusive dotes and qucmtlty
{cubic or linear feet). Show recommended retention perlod

6. Recommendation
of Hall of Records
and Board of Public

Works.

This item includes all standard accounting' farms used by State
agencles as supporting data to the final book of entry. The final

supporting reowds ama .
Comptroller of the Treaswy

Form Ro. ..

E=1-5 Distribution of Cixm

E-1 and E-3 . Trangmittal

DD=1 B Certificats of Deposit and Bank Daposit Slip

Deposited
Distribution of Utmpendad and Chligated
Balances ‘

‘Monthly Bfatemsnt of Balances
Purchasing Burean (Departmsnt of Budget and Procurcment)

ing farm statement)
Powsy Plant Utility Report (monthly)
Food Repart (monthly)
Memorandum of Adjustment

book of entry 1s to be retained permanently. Specifically these .

Re2 (fonnerly MR-2) Monthly Report of State Funds COllscted and

1-A R@qniaiticn for Supplies
L7-A ‘ Purchase Order
100-16 . Out-of-Scheduls Requisiticn for Supplies
39-A and L0-A Stores Requisition .
CP=2 . Cony of Contract Awerded
CF=l - Capital Fund Requisition for eqﬂ.pmnt
100/2 Actual Pmergency snd Repairs Report
cT=A - Copy of Contraet Avarded
CF-3 : : Copy of Contract Awarded
- " Delivery Inveice
26-A Notice of Award of Contract
52 Credit Memorandum
(51 Report of Partial Delivery
Budget Bureau (Departmesnt of Budget and Procurezont)
BB-1 (Rev.) Formorly BB-1 and EB-2
©  Budget Schednle Amendment Sheet
B.P. Inv, R101 Report of Fixod fssets (anmmal) N
B.P. Inv, R102 Report of Materials and Supplies (amual) .
B.P. Inv, 6 mmasms@pmmmnxmm(m&)
BB=-10 Request for Position Actian )
Budget Form Eo.
1 tigu 11 Budget Estimates Fiseal Year (13 pages include -

APPROVED
HALL OF RECORDS COMMISSION




FORM HR-RM 1A A
(9-1-83)

vHall of Records (Continuation Sheet)
Commission

—

 .x 3T FOR RECORDS RETENTION . il 'LE

SCHEDULE
NO.

2SO0

PAGE
No. Sa

4.

&

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quontlty
(cubic or linear feet). Show recommended retention period.

and Board of P
Works.

6. Recommendation
of Hall of Records

ublic

7.

Others

Vendors Invoices

Bank Deposit Slips

Banlc Statements

Bank Depoait Receipts

Canceled Chocks

Cagh Receipt Stubs

Patieata' Cash Receipts
Telephanoe operatorts cash report
Heal ticksta

Perpotual Inventory (filled pages) -
Daily Tims Sheats

Supply Regqulsitions

Confirming Ordors

RECOMNENDATIONs RETAIN FOR THHEE YEARS, OR UNTIL AUDITED, WIICHe
EVER IS LATER, AWD THER DESTROY.

ACCOUNTIRG RECORDS FOR WHICH DISPOSAL HAS BEEN PROVIDED BY A GEWERAL
RETENTION SCHEDULE :

PAYROLL (Prior to July 1, 1953). The agency copy of this payroll
form 1s to be retainsd for five years or wuntil sudited, whichever
18 later; and then destroyed. (Genaral Scheduls No. G-l, Iten 1-4,
approved by thes Board of Public Works, Jamuary 11, 195h).

PAYROLL JOURRAL = Ths agsncy copy 13 to be retained for three years
or until audited, whichever is later and then destroyed. (Genoral
Schedule Ho, G-2, Iten 1-d, approved by the Board of Public Works,
January 11, 195hs.

PAYROLL EXCEPTIGHS, Additions and Exceptions - The agenty copy is
to be retainad for thres years or until audited, whichever is
later, and then destrgyed. (General Schedule Ho. (=2, Item 3=b,
approved by the Board of Public Works, January 11, 1954).

PAY. WAHRANTS « The agemcy copy is to bs retained for thres years or
until andited, whichever is later, and then destrayed. (Cemeral
Schaduls. Bo. G=3, Item 3, approved by the Board of Publie korks,

Hay 10, 1954).

RECEIVIRG VARRANTS = The egency ¢opy is to bte retainad for three
years or wntll avdited, whichever is later, and then

(General Schedule Fo. G=dj, Item 3, approved by the Board of Pﬁblic
Works, Hay 10, 195!3)0

TRARSHITTAL FORK E~1 or E~} (Comptroller of the Treaswry Form) is
to be retained for three years or until audited, shichever is later
and then destroyed. (General Scheduls No, G-S, Iten 3, approved by

“"APPROVED
HALL OF RECORDS COMMISSION

o

the Board of Publie Works, May 10, 195L.)




FORM HR-RM 1A < . ) e . : " | SCHEDULE PR
(5:1-83) -<. 3T FOR RECORDS RETENTION . .t 'LE NO. <O0
» Hall of Records (Continuation Sheet) PAGE
Commission - NO. ) 6.
4 5. Description of Records 6. Recommendation
N . Describe records accurately. Include title, form number, size of documents, of Hcell of Records
Qm work or activity to which the records relate, inclusive dates, and quantlty and Board of Public
’ {cubic or linear feet). Show recommended retention period. Works.

8. | MASTER AUTHORIZATION | . .
m;mw&rmamcmw:ofmaumamm(

ization for entering the employee's name on the payroll or for make
Ang any changes in the pay rate. It also shows all pay deductions,

RECOMMERDATION: RETAIN WHILE EMPLOYED AND FOR THREE YRARS AFTER
DATE OF SEPARATION, GR UNTIL AUDITED, WAICHEVER

IS LATER, AND THER DESTROY.

“APPROVED
HALL OF RECORDS COMMISSIO™

9. | LEAVE amams
File 1nc1udes ths f.onuulng rocoydss
mvammm-rmsmxza-a, aetandardstate-ﬁ.&
© form prepared ammally for cach emplme
Lemro applications
Doctorts certificates

nacmmmmm BETATN FOR THREE YEARS OR UHX‘IL AUDI’I'@, mcm;vm
1S I.m, m THEN DESTROY.




